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How to Create an Account in Application Manager

1. To create your account in Application Manager; go to
https://www.applicationmanager.gov to access Application Manager. If you

attempt to apply to a DEA job via USAdJobs you will be automatically taken
to Account Manager.

Creat A t:
reate an Accoun 2. Click

Create one now -- It's fast, convenient and easy to use all these Application Manager features! “Create an

Check out cur Quick Start Guide. Account”.

-

Create an Account

Be advised that only one account can be created for each email address. Be sure the email account you use is
only accessible by you and the email accountis properly secured.

Before you create an account, it is important to verify that you do not already have one on file. Creating a duplicate
account will keep you from completing the application process at a further step.

Please enter your email address. You will be able to check multiple addresses.

3. Enter your email address
_— and click “Check for
account” to verify that you do

not have an existing user

account on file.

Create an Account

M

Ho active accounts found. Please select an email address to use for your Application Manager account. Your
selected address will receive status notifications for your applications, confirmation messages, and will serve as
identification in case you forget your login credentials.

4. Click in the \

radial button in

front of your email

address and click
{7

Select one: Create account

@Jane.X.Doe@usd.oj.gDV with this address”.

Create account with this address /K j
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https://www.applicationmanager.gov/

Create an Account

Create a user name for your Application Manager account.

User Mame:

Create user name

Create an Account

[ 6. Enter a \

password in
the “New
Password/Re -
Create a password to access your Application Manager

type account.

»
Password Mew Password: |
boxes and

Retype Password: |

click
“Submit”.
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//5' Enter a user name

] and click “Create user

name”.

ey GOy eI

Your password must:

. Be atleast 8 characters long

X NOT be part of your user name

X Retype must match ariginal

X Include 3 out of the 4 attributes:
X Uppercase (A&-2) X Lower case (az)
X Numbers (0-9) X Special Character

F@536*=7)

Note: When all password requirements are met; X will become \/

Create an Account

Choose your Secret Question

Please select a question you want us te ask you if you forget your password, and then give the answer.

(Explain this.}

Secret Question: *

I— Please make a selection. -

Your Answer:

Retype Answer: |
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7. Select a question from th(x

“Secret Question: *” drop-
down, enter the answer in
“Your Answer/Retype Answer”
boxes, and click “Submit”.

Note: Keep your answer to your
Secret Question in a safe place.
You will need to provide the
answer to your Secret Question if
you forget your password.
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Create an Account

You have successfully created your Application Manager account! Click proceed to enter Application Manager.

[ Proceed to Application Manager ]

8. You will receive a message indicating your account with Application

Manager was successfully created. Click “Proceed to Application Manager” to
continue to the Application Manager Main Page.

9. Now, that your Application Manager account has been successfully created,

you may now search for DEA job opportunities by visiting USAdJobs.

10. Remember, to store your USAdJobs and Application Manager user names and
passwords in a secure location.
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